
Please follow the below listed steps to renew your Kent business license 

through FileLocal.  

 

Step 1:  

Go to www.FileLocal-wa.gov to create an online account for your Kent business 

license. Click on the “Create Business Account” oval in the lower left-hand portion 

of the screen.  

 

 

 

 

 

 

 

 

 

 

http://www.filelocal-wa.gov/


Step 2: 

Complete all of the fields necessary to create your online account. 

 

*If your business does not have a DBA or Trade Name, please list your legal entity 

name.  

 

 

*In the past, Kent has used the business’s 9-digit UBI number to issue a Kent 

business license. With the FileLocal platform, the full 16-digit UBI number is 

required. FileLocal uses the UBI to identify your business locations, so you need a 

UBI number for each business location in order to use FileLocal. The 16-digit UBI 

has 3 parts: 



1. The Primary UBI is a 9-digit number that identifies the taxpaying entity as a 

whole, regardless of the number of businesses or locations.  

2. The Business ID is a 3-digit number that represents the business. In most 

cases this will be 001, but it is possible to have multiple businesses represented 

until the Primary UBI, so the Business ID could be 002, etc.  

3. The Location ID is a 4-digit number that presents a location of the business. 

If you are unaware of your 16-digit Washington State UBI number, click the “Look 

Up My UBI-16” oval to the right of the screen which will take you to the Washington 

State Dept. of Revenue’s public website to look up your account. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Step 3: 

Click the “Create Account” oval at the bottom of the page when you are finished.  

 

 

 

 

Step 4: 

Shortly after creating your online account, you will receive a confirmation email 

which provides an Activation Code. Enter the code and click the purple “Activate” 

oval.  

 

 

 

 

 



Step 5: 

After entering in the Activation code, a pop up will display and ask if you want to 

“Link your Existing License” or “Apply for a License.” You MUST click “Apply for a 

License.” 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Step 6:  

Select Kent for the City which you are applying for a license and click the “Save & 

Next” purple oval to proceed.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Step 7: 

Complete the questions relating to your business activity and click the “Save & 

Next” purple oval.  

 

Step 8: 

Answer the Registration Questions and click the “Save & Next” purple oval. 

 

 

 



Step 9:  

Depending on the legal structure of your business, complete the necessary 

information relating to owners or managing partners and click the “Save & Next” 

purple oval. 

 

 

 

 

 

Step 10: 

In the Reason for Applying Field, you MUST select New City Business License. Then 

click the “Save & Next” purple oval. 

 

 

 

 

 



Step 11: 

Under City Specific Questions, you MUST enter your existing 7-digit Kent business 

license number. 

 

It is also important that you select the correct category of Kent business license 

which you are renewing: 

 

Summary of license types: 

• Outside Contractor-Any business which does not have a physical location 

within Kent City limits. Example: A plumber domiciled in a neighboring city 

who travels into Kent to conduct business.  

• Independent Contractor-A business who has a location in Kent and shares 

this location with another business who has a Commercial business license. 

Example: A barber who rents out a chair in a Kent barbershop.  

• Home-based business-A business operating out of a residence in Kent. 

Example: An IT consultant who runs their own business out of their home 

office.  

• Rental housing-A rental unit located in Kent which consists of two or more 

residential dwelling units. Example: An apartment complex located in Kent.  

• Multi dwelling-A Kent based Hotel or Motel. 

• Commercial-A business which has a physical presence in the city of Kent. 

Example: A business who occupies a Kent office or warehouse.  

 

After you have completed all of the City Specific Questions, click the “Save & Next” 

purple oval. 

 

 



Step 12: 

You can enter any specific questions you have under the Notes section or leave it 

blank. The click the “Save & Next” purple oval. 

 

Step 13: 

Review your previously submitted answers for accuracy, complete the Affirmation 

section, select the accurate next step option and click “Save & Next”. Choosing “I’m 

Ready to Pay for this license” will begin the review and payment process. 

 



Step 14:  

Review the Updated Payment Calculation and click the “Next” purple oval.  

 

Step 15: 

The Payment Cart will list the total license fee in conjunction with the Filelocal User 

fee. Click the “Ready to Pay” purple oval to begin the payment process of your 

business license.  

 


